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Agenda
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Understand the term “Healthy” Retirement Package 
and what a “Healthy” Retirement Package consists of

 Identify the elements required for a retirement 
package

 Identify retirement package errors that can hinder an 
employee’s retirement
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What is a “Healthy” Retirement Application Package?
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The Office of Personnel Management (OPM) defines a 
“Healthy” Retirement as:

A complete and accurate package that 
does not have to be developed for 
missing, inaccurate or discrepant 

information.
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Introduction to a “Healthy” Retirement Package
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Retirement is one of the most important career events for a Federal 
employee and processing a Retirement Application is one of the most 
important tasks an Agency’s Human Resource Office (HRO) will 
complete.  

In completing this task, the Agency HRO will:

• Provide guidance to an employee throughout the retirement 
application process 

• Review the personnel folder for completeness

• Confirm the retirement eligibility date

• Confirm eligibility to continue insurance coverage into retirement

• Provide the employee with an annuity estimate

• Advise employee regarding designation of beneficiary forms
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Sections & Schedules

CSRS Retirement Application SF-2801

Standard Form 2801
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 Used by current CSRS 
Federal employees seeking 
to retiree on an immediate 
annuity

 Not used for deferred or 
postponed annuity

 Used for a disability annuity

 www.opm.gov/forms/stand
ard-forms/

• Immediate Application for Retirement

• Section A-Identifying Information

• Section B-Federal Service

• Section C-Other Claim Information

• Section D-Insurance Information

• Section E-Marital Information

• Section F-Annuity Election

• Section G-Information About Children

• Section H-Direct Deposit & Tax Withholding 

• Section I-Applicant’s Certification

• Schedule A-Military Service

• Schedule B-Military Retired Pay

• Schedule C-Federal Employee’s Compensation

• Certified Summary of Service

• Spouse’s Consent to Survivor Election

• Schedule D-Agency Checklist
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Sections & Schedules

FERS Retirement Application SF-3107

Standard Form 3107
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 Used by current FERS 
Federal employees seeking 
to retiree on an immediate 
annuity

 Not used for deferred or 
postponed annuity

 Used for a disability annuity

 www.opm.gov/forms/stand
ard-forms/

• Immediate Application for Retirement 

• Section A-Identifying Information

• Section B-Federal Service

• Section C-Marital Information

• Section D-Annuity Election

• Section E-Insurance Information

• Section F-Other Claim Information

• Section G-Information About Children

• Section H-Payment Instructions

• Section I-Applicant’s Certification

• Schedule A-Military Service

• Schedule B-Military Retired Pay

• Schedule C-Federal Employee’s Compensation

• Certified Summary of Service

• Spouse’s Consent to Survivor Election

• Schedule D-Agency Checklist
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Retirement Application – General Steps
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1. Review submitted Retirement Application for completeness

2. Record service history and gather all of the health insurance, life insurance 
and  Designation of Beneficiary forms (with the exception of the SF 1152 
Unpaid Compensation)

3. Certify and transfer coverage under the Federal Employees’ Group Life 
Insurance program to OPM

4. Transfer employee’s enrollment under the Federal Employees Health Benefits 
program to OPM

5. Cacluate a final retirement estimate

6. Prepare the Certified Summary of Federal Service along with addtional agency 

forms to include the SF-2819 and SF-2821

7. Prepare and process the Standard Form 52, Request for Personnel Action

8. Send the completed retirement package to the servicing payroll office



Providing Professional Growth & Development to the HR Benefits Community

Retirement Application –Transfer FEHB Enrollment
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Steps to Complete:

 Document the employee’s health benefits status on the retirement 
application
• SF-2801, Section A, item 6 of the Agency Checklist
• SF-3107, Section A, item 7 of the Agency Checklist

 Note the employee’s plan enrollment code in the Remarks section 
of the IRR
• SF-2806 for CSRS
• SF-3100 for FERS

 Submit all SF 2810 forms 
 Submit all SF 2809 forms or other enrollment requests, with any       

attached medical certificates or other documentation
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Retirement Application –Transfer FEGLI Enrollment
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Steps to Complete: 

 Submit all OPF copies (original, signed versions) of SF-2817, SF-176, 
and SF-176T

 Submit a SF-2818 when employee is eligible for coverage in 
retirement
• If employee is not eligible, give employee SF-2819*

 Submit original copies of all SF-2823s and SF-54s on file
 Submit a SF-2821 for all cases when the employee has FEGLI 

coverage
• Retirement date and final salary must match the SF-2806/3100
• Coverage must match the most recent SF-2817 and/or SF-50
• Box 5 must be completed  

(if SF-2823 is indicated, it must be attached)
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Secondary Source

Verifying Service

Primary Source
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Original documents verifying the 
employment of an individual 
include:

• Individual Retirement 
Record (IRR)

• SF50, Notification of 
Personnel Action

• Payroll Records (last resort)

• DD214, Member 4 Copy

Acceptable only if it is established 
that official government records 
are incomplete or have been lost 
or destroyed in whole or in part:

Examples of secondary source 
documents include:
• Notices of appointment or 

separation, and
• Notices of changes in position, 

salary, organization, or 
headquarters to name a few
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Verifying Prior Covered Service

(11)

 OPM will verify prior service to 
determine any withheld 
contributions

 Employee/Agency should provide 
to OPM dates of service, prior 
agency, and position title via fax or 
letter

 OPM will complete verification 
upon receipt of employee’s 
retirement application and records

 This type of request will cause a 
delay in processing

U.S. Office of Personnel Management
Federal Employees Retirement System

P.O. Box 45
Boyers, PA  16017-0045

1-888-767-6738 or 1-202-606-0500,
FAX 724-794-6633

www.servicesonline.opm.gov
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Retirement Package Errors
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 Retirement package errors 
happen

 These errors halt the 
process for packages 
received by
• Payroll
• …or even to OPM

 Important: HR Specialists’ 
awareness of what are the 
most common errors

 Errors identified at the 
agency level prior to mailing 
the retirement packages 
eliminates:
• Payroll processing 
• OPM placing the annuitant 

in an “Interim Pay Status”
• OPM adjudication
• Unnecessary stress to the 

annuitant
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Retirement Package Errors (cont.)
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The following indicates some of the most common retirement errors that are
often found or documents that are missing or incomplete from the 
retirement package:

• Name, SSN or DOB don’t match documents in the package
• The Agency Checklist for Immediate Retirement Procedures (Schedule D) 

incomplete or missing
• FEHB documentations not submitted, cancelled or suspended
• FEHB code on documentation is incorrect
• Documentation of Life Insurance waived, cancelled, not signed and not 

reflected 
• Annuitant did make a survivor election on his/her application 
• Spousal information/Marriage License not included in package; if married
• Proof of Common Law Marriage is not included
• Spousal Consent to Survival Election was not signed or notarized
• DD214, showing proof of military service, is missing
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Required Forms
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Required forms to submit to Office of Personnel Management

 Application for Immediate Retirement- SF2801/ SF3107

• Schedules A, B, C SF2801/ SF3107

• Spouse’s Consent to Survivor Election SF2801-2/SF 3107-2 

 Continuation of Life Insurance- SF2818

 W-4P

 DD-214

 Marriage Certificate

 FEGLI Beneficiary Form- SF 2823 (if not on file)

 FERS/ CSRS Beneficiary Form  (if not on file)
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Application for Immediate Retirement SF-3107 
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Initials 
required 
regardless 
of marital 
status
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Application for Immediate Retirement SF-3107 
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List 
dependent 
children to 
include 
those 
incapable of 
self support
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Application for Immediate Retirement SF-3107 
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Applicant’s 
signature 
located in center 
of page

Ensure 
banking 
info is 
complete 
and legible
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Schedule ABC SF-3107
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List all military 
service 
regardless if 
post 56 deposit 
was made

Applicant’s 
signature
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Certified Summary of Federal Service SF-3107-1 
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HR representatives must 
complete a full service 
history listing all creditable 
and non creditable service
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SF-3107-1 (cont.)
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HR 
Representative’s 
Signature

Non-deducted 
service listed in 
Section C
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Spouse’s Consent to Survivor Election
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SIGNATURES and 
DATES MUST 
MATCH!

Election on 
Part 1 must 
match 
Section D of 
the SF-3107

Spouse’s 
Consent to 
Survivor 
Election must 
be signed by 
spouse and 
notary.
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Agency Checklist of Immediate Retirement Procedures SF-3107-D 
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Continuation of Life Insurance SF-2818
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Applicant’s 
signature

No errors, stray 
marks, 
corrections, or 
white out

Must have 
basic to 
continue 
optional 
coverage  
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Designation of Beneficiary Form SF-2823
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No errors, stray 
marks, 
corrections, or 
white out
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W-4P Federal Tax Withholding
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Summary
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Identified what a “Healthy” Retirement 
Package is and what this package consist of

Identified the documents required for a 
retirement package

Recognized common retirement package 
errors that HR Specialists need to be 
aware of

1

3

2
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Questions
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• CSRS FERS Handbook Chapter 40 Planning and Applying for Retirement

• Benefits Administration Letter 12-103:  Submitting “Healthy”  Retirement 
Application Packages

• Office of Personnel Management:  Tips for Submitting a Healthy 
Retirement Application Package. https://www.opm.gov/retirement-
services/benefits-officers-center/webcast-presentations/tips-for-healthy-
retirement-applications.pdf

• Attachment C – Civilian Service Annuitant Document Order for Retirement 
Package Submissions https://www.opm.gov/retirement-
services/publications-forms/benefits-administration-letters/2012/12-
103attachmentc.pdf

https://www.opm.gov/retirement-services/benefits-officers-center/webcast-presentations/tips-for-healthy-retirement-applications.pdf
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/2012/12-103attachmentc.pdf

